
APPLICATION FOR RECORDS RETENTION SCHEDULE 
p. 

FOR AGENCY USE 
ippliation Date 

4pplication Number 

~- I__ --_____ 

1. h n c y  Address FOR RECORDS MANAGEMENT USE 
Department of Education , Application Number 

I3 I - 2 55 -.A Office of Vocational Education 
Division of Vocational Instruction 
Consumer and Homemaking Education Unit 
Atlanta, GA 30374 - 

Date Receiver- D m  Completed 

!JuN 1 4 I 2 3 1982 
- I_ ~ - 

I__ 

c. Amend Application No. 81-255 - -- Checkone: B Chaae; U Supercede; D Void 
).Dater of Series I 5. Records Series Ti t le (followed bv tide used in office: if differentJ .~ 

Education Administrative Subject Files 
Earliest 

1977 
What is the function of the Division and the Office in which this record series i s  created? 

I To Date 
i. Division and office Function 

No Change = 

r. Racord Series Description 

Documents relating to: 

This file contains the following documents finclude form numbers and titles, if any): 
Attach samples of the file. 

lnduded are: 

File is arranged: 

I. Monthly Referenm R m  
One to six months old 

How often are recards referred to which are: 
; Seven to twelve months old ; Thirteen to twenty-four months old 

. twentyfive months and older 1 
J. Annual Rate & Accumulation of Rekrds - 

Lettersize drawers ; Legal%lze drawers ;shelves ; Other Iaimcify) ~ 

R-SO-71; Raw. 76 (OW) 



e 

L - NO !lo. . irr (Pkce an "X" in the proper column) 
r. Is th is  the official mpy of the raries? t R - ? .  -? 

If not, where is k? 1 

b. Does the series contain'confidmtial information requiring ncurity handling? If yes, cite law or regulation. 
% 

1 

m&~-- --- 
e a duplication of th is  series in your office, or in another ofiia Or agency? 

1. Retention Requirements The following requires the series to be,kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need . 3  years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

__ 
12. Approved Disposition Instructions This agencv recommends that the f i le series be cut off at  the end of each: 

Calendar Year; B Fircal Year; Ohher  then, 

Hold in the current files area M t h ( S )  1 year(s1; then 
0 Transfer to local holding area; hold 

Transfer to State Remrds Center; hold 2 year(s); then 
El Destroy. 
0 Transfer to State Archives for permanent retention. 

Other (Specify) 

year(s); then 

These instructions apply to all prior and f u t u e  accumulations of the ah. 

State Racordr Commi 
lecommendationr in para- 
raph 12 are approved. 
If disapjmwd, 8ttsd, kttrr 
I f  explanetion.) 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-Rh-1 for instructions on completing this form. Forward signed original to 
Deoartment of Archives and History. Records Management Division, 330 Capitol Avenue; Atlanta, Georgia, 30334, 

FOR AGENCY USE 

pplication Date 

_- 
pplication Number 

1. Agency Address 
Department of Education 
Off ice  of Vocational Education 
Div is ion  of Vocational I n s t r u c t i o n  
Consumer b Homemaking Education U n i t  

FOR RECORDS MANAGEMENT USE _ _ _ ~ -  _I 
ADDlication Number 

- 81- 2 55--.- __ 
Date Received Date Completed 

'lipR 2 2  1981 I 1981 
- I __ - -~ 

Telephone Number 

France,sSng---- -~ - Sm-misor - - ~ -  ~ -&%=&%&==== 

$2 
. Action Requested 

a. a Establish Retention Schedule; cord will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

- c. 0 Amend App l icam No. - Checkone: 0 Chanqe; 0 Supercede; 0 Void - 
. Dates of Series 
arliest 

1977 
. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

The Divis ion  of Vocational I n s t r u c t i o n  is  respons ib le  f o r  developing pol icy  r e l a t i n g  t o  
voca t iona l  i n s t r u c t i o n  a t  t h e  secondary and postsecondary l eve l ;  p a r t i c i p a t i n g  i n  t h e  
development of t h e  S t a t e  Plan f o r  Vocational Education; developing voca t iona l  educat ion 
program s tandards  r e l a t i n g  t o  i n s t r u c t i o n a l  areas; providing consu l t a t ive  s e r v i c e s  t o  
l o c a l  school systems involving a l l  phases of t h e  i n s t r u c t i o n a l  process;  p a r t i c i p a t i n g  on 
eva lua t ion  of l o c a l  school systems'  voca t iona l  programs; reviewing a r c h i t e c t u r a l  p lans  
f o r  l o c a l  school systems' voac t iona l  f a c i l i t i e s ;  reviewing reques t  f r a n  l o c a l  systems 
f o r  t he  purchase of equipment; reviewing voca t iona l  educat ion i n s t r u c t i o n a l  materials; 
reviewing preservice and in-serv ice  t r a i n i n g  programs; and superv is ing  voca t iona l  s tuden t  
organiza t ions  a t  the  state l e v e l .  

5. Records Series Title (followed by title used in office; if different) 
Latest  

To 1 - 1  Date Consumer & Homemaking - Education Adminis t ra t ive Subject  F i l e s  -1 - - 

- -- _ _  _. -~ 
'. Record Series Description This file contains the following documents (include form numbersand titles, if any): 

Attach samples of the file. 

Documentsrelating to: a l l  areas of i n t e r e s t  of t h e  S t a t e  Supervisor  of Comsumer and Homemaking 
Education. 

Included are: correspondence, memoranda, - r epor t s ,  brochures ,  e tc .  r e l a t i n g  t o  Consumer 
and Homemaking Education and Vocational Education. 

chronologica l ly  by ,Iscal year;  thereunder  by sub jec t .  File is arranged: 

__ _ _ _ _ _ _ _ _ _ _  _ _  ___-__ 
3. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to  twelve months old ; Thirteen to twenty-four months old 

- - - _- -_ _I_-__ 

twenty-fixe BonJhs-and older ? 

Letter-size drawers ; Legal-size drawers -;Shelves -;Other Ispkifyj - 

).Annual Rate of Accumulation of Records 

E 
- 

R-50-71; Rev. 76 



. .  a. I s  this the official copy of the series? 

c. I s  this a vital record? 

__ If ves, attach CODY..- - ~ ~ ~ ~ _ _  .. 

h. ls.'there a duplicationbf this series in your office, or in another officeor agency? 
~ ~ ~~~~~~ 

11. Retention Requirements 

a. State Law ----years. 4. Audit period I - .  . ____ -years. 

c. Federal law 
b. Statute of limitation ' .~-years. e. Administrative need -. ---years. 3 

f. Federal retention instructions 

I Attach copy or excert of laws or regulations. Explain administrative need. 

i .  

. .  - 

. .  .J , ,I . .  _ _ ~ _  ~~ - ~ ~. ~ ~ 
_~__ ~~~~ ~~ ~ 

12. Approved Disposition Instructions This agency recommends that the f i le series be cut off a t  the end of each: : 3 . . 

.' , 0 Calendar Year;'Q Fiscal Year; 0 Other -. . , .  .. ~ - _ - .~ -L then,  
. .  . 

, ,  
.. . 

. , .  . .  
I 

EZI Hold in the. current files area F~~.._month(s) L y e a r ( s ) ;  then 

0 Transfer to'local holding area; hold :.year(s); then . . ' I /  

&I Transfer to State Records Center; hold 
EZI Destroy. ! . ,  

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

.. 

. ' ! I ,  .. , 

1 year (s) ; then . .  

, 

These instructions apply to a l l  prior and future accumulations of the series. 

I 

Rewmmendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 


